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PREFACE

The Regulatory Information Service Center (RISC), a component of the General Services

I RYAYAadNF GA 2y Qa-wilefPslityOaBd tiePffide afbiénatisnyasdy”

Regulatory Affairs (OIRA), in the Office of Management and Budget, have jointly developed the
RISC/OIRA Consolidated Information System (ROCIS). RISC and OIRA utilize ROCIS to carry out
three related coordination and oversight functions:

T R{/ Q& O2YLWACf I A2y UhifidkdRAgdnizdfifFadéral Reg@ayoryaril (0 K S
Deregulatory Actionand The Regulatory Plan

T hLw! Qa NBGASg 2F NBIdzZE I G§2NB | OdA2ya dzy RSN
T hLw! Qa NBGASg 2F Ay T2 NpetwirkReguctiorAttf SOG A2y a

¢KAa wh/L{ !'aSNDRa alydZadft RSaONAROSE IyR SELXI A
Federal agencies use to submit information for the Unified Agenda and Regulatory Plan.

The Unified Agenda and Regulatory Plan are toolsddefal regulatory planning and

coordination and for informing the public about regulatory and deregulatory actions that
agencies expect to consider or review within the next 12 months. The Unified Agenda also lists
actions or reviews completed or withdrawsince the last edition. The Unified Agenda is
published twice each year, in the spring and fall. It includes entries from approximately 60
Federal departments and agencies. The Regulatory Plan identifies Federal regulatory priorities
and provides addional information about the most significant regulatory actions that agencies
expect to take in the coming year. The Regulatory Plan is published once each year, as part of
the fall Unified Agenda.

The Unified Agenda is published in its entirety onlihenaw.reginfo.gov. Beginning with the

fall 2007 edition, the Agenda published in the Federal Register is limited to the complete

wS3dzt 2N tfly L}idza GK2aS SyiNrASa GKIFG FNB A
required by the Regulatory Fliéxity Act (5 U.S.C. 602).
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GSAHelp Desk Contact Information:
Phone Number: 1-866-450-5250

E-mail: ITServiceDesk@gsa.gov
Hours of Operation: 24 hours/dayg 7 days/week
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1. SYSTEMENVIRONMENT

System Overview

The RISC/OIRA Consolidated Informa8gatem (ROCIS) is the primary means by which
agencies provide regulatory data for publication in the Unified Agenda and Regulatory Plan.
ROCIS allows agencies to request new Regulation Identifier Numbers (RINS), enter regulatory
information, and electroitally submit Unified Agenda and Regulatory Plan entries.

ROCIS includes the following features:

8 Accessibility via the Internet to OIRA, RISC, and the Federal agencies

§ Electronic data entry, review, and submission of Unified Agenda and Regulatory Plan
databy Federal agencies

§ Electronic processing and review of data by RISC and OIRA
8§ Access as required by section 508 of the Rehabilitation Act of 1973 (as amended)
§ Search and report functionality
In addition, ROCIS offers the capability to exchange data @it §f OA SAQ 26y (G NI O Ay
using browsetbased file transfer and XML.
Agency Roles
To manage system access, agency users have been broken down into the following six roles:

Regulatory Data Entry Contact (RDECHis role can request new RINs and uedagenda
entries in ROCIS.

Authorized Regulatory Contact (ARChhis role is able to perform all of the same tasks that the
RDEC can perform. In addition, this user can authorize submission of the Unified Agenda and
Regulatory Plan for publication.

Exeative Order Regulatory Contact (EORGChis role can request new RINs, update rule data,
and request EO or CRA designation for rules. They may delegate EO/CRA responsibilities to an
alternate.

Authorized Executive Order Regulatory Contact (AEOR)is ble combines the functions
performed by the ARC and EORC, allowing the user to request new RINs, update rule data,
submit the Unified Agenda and Regulatory Plan, and request EO or CRA designation for rules.
This role is appropriate for agencies whereragkd person or small group of people share
Agenda and regulatory development responsibilities.
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2. SYSTEMREQUIREMENTS ANUSE

This section describes the minimum computer requirements for accessing ROCIS. It also
presentsan overview of the ROCIS grathiaser interface, including a description of the
Navigation menu, screen features, list features, and required data entry fields.

Minimum Computer Requirements
The following is the minimum workstation configuration for using the system:

Intel Pentium 10Megahertz (MHz) processor or equivalent
Monitor running at least 800 x 600 pixel resolution

64 megabytes (MB) of Random Access Memory (RAM)
Internet access

Internet Explorer 9.0, Google Chrome 31 or Mozilla Firefox 20

JavaScript enabled on the Web browser

w w w w W W w

Session cookies enabled on the Web browser; no use of persistent cookies
Accessibility (Section 508)

The ROCIS interface complies with Sectiondd@Be Rehabilitation Act of 1973, which states
that information and electronic technology developed, proalirenaintained, or used by the
Federal Government must be accessible to and usable by Federal employees and customers
with disabilities.

Navigation and Screen Features

This section introduces the ROCIS Navigation menu and common screen features, and syste
functionality. It explains common screen features and their respective attributes in detail,
including the Navigation menu, controls, tables and lists, and required fields.

Navigation Menu

The top of each screen displays a mtitred menu consistingfa series of tabs and drep

downs that are used for system navigatjoeferred to as theNavigationToolbar. The first tier

of the menu is divided into the different modules available in ROCIS. The Agendaétiegs

menu is divided into major areas of the user interface. Waving the mousercover a tab in

the Main menu displays the applicable Submenu edogvn. The lower tier menu, the

Submenu, displays selections representing the individual screens available within the selected
area. User roles control the display of different menughst a user who does not have access

to the screens within a given menu option will not see that menu option. Users can switch
between different screens by clicking on the selections in the Submenu. Below the menu is the
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title of the individual screerft t 2 6 SR 6& GKS &AONBSyQa FdzyOGA2Y I |
display) as shown in Figure 2.3.1

Figure 2.3.11: ROCIS Menu

m AGENDA/REGS PAPERWORK REDUCTION ACT (PRA) DOCUMENT REVIEW (DR) ADMINISTRATION
> S A
= (- % Q Q. ® © ¢

INBOX OIRA INBOX RULES AGENDA SEARCH RIN UTILITIES AGENCY EO REVIEW OIRA EO REVIEW REPORTS

Home Agenda/Regs

View Rule

Request New RIN

Update Rule
Contact
* Agency Timetable Sub Agency
> v
EO Package
* Title (Maximum 200 ¢ Regulatory Plan Information ing
History

If you have entered or revised any data, be sure to save it before navigating from the screen
using the menu tab. Otherwisée data will not be saved.

Text Fields

Text fields are types of screen inputs that allow users to enter/edit alphabetical characters
and/or numbers. Text fields will not allow the user to type more characters into the field than
can be displayed. Forample, a user will not be able to type 30 characters into a field that can
only accept 20 characters. Figure 2-:3.2hows a typical text field.

Figure 2.3.21: ROCIS Text Field
IText Field

Text Areas

Text areas, like text boxes, allowethiser to enter/edit alphabetical characters and/or numbers.
Unlike text fields, text areas do not limit the amount of data to the visible space on the screen.
Instead, the text area provides a vertical scroll bar that allows the user to scroll thrbagh t
data. Text areas do not allow the user to type more characters into the field than are allowed.
For example, a user will not be able to type 3000 characters into a field that can only accept
2000 characters. Figure 2.313hows a typical text aregefd.
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Figure 2.3.3L: ROCIS Text Area

4]

Buttons

Text Area

N

Buttons are screen features that allow the user to initiate an action such as submitting a form,
saving data, or canceling an operation. Table 213idts several common buttons that exist in
ROCIS. THamutton label describes the action it performs. Figure 2-Bghows a typical ROCIS

button.

Table 2.3.41: ROCIS Buttons

Button Label Defined Action

Add 5AalJd ea W RRQ aONBSy GKIFG |ff 3
Browse Allows browsing for flesoh dza SNDR& f 20l f RNRAR O
Cancel Closes the current screen or popup window without saving any chan
Check Spelling | Performs a spell check of the text fields and text areas on the screen
Login Attempts to log a user into the system.

Save Saves any chaeg.

Search Performs a search using specified criteria.

Figure 2.3.41: ROCIS Button
KN

Checkboxes

Checkboxes are a type of screen input that allows the user to choose one or more values from a

short list of options. Click on the checkbox to the lefthaf desired value to select the value.
Figure 2.3.51 shows a typical ROCIS checkbox.

Radio Buttons

Radio buttons are a type of screen input that allows the user to choose only one value from a
short list of options. Clicon the radio button to the left of the value to select the value. Figure

Figure 2.3.51: ROCIS Checkbox
[T Checkbox

2.3.61 shows a typical ROCIS radio button.
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Figure 2.3.61: ROCIS Radio Button
(' Radio Button

Drop-Down Menus

Drop-down menus are a third type of screen input that allows the user to chooseond item

from a list. ‘Ext fields are displayed with a downward pointing arrow positioned to the right of
GKS FTASER (G2 AYRAOFGS GKFG | YSydz 2R2 @yLOI ARK/SH
menu, displaying the values. Select one ofiteens by clicking and highlighting the value.

Figure 2.3.71 displays a typical dregown menu.

Figure 2.3.71: ROCIS Drepown Menu

Drop-down List Option 1 %

List Boxes

List boxes allow the user to choose one or more values from a list of options. Select a single
option by dicking on the desired value. To select multiple values, hold down the Ctrl key while
clicking on the desired values. Figure 2-B.8hows a typical ROCIS list box.

Figure 2.3.81: ROCIS List Box

~

Listbox Option 1
Listbox Option 2
Listbox Option 3 v

Tables and Lists

Tables and lists display data on theesmn organized into rows and columns. Each row is a
unique record, and each column provides data for that unique record. Screens containing
tables and lists have several common features that assist in browsing the list.

8 Navigating through the list When list screens contain more than the default number of
rows (10), a series of labeled arrows are display above the list:

A First This arrow is inactive the first time the results set is displayed. On subsequent
results sets, the arrow is active. Clickamgthe arrow refreshes the screen and displays
the first results set.

A Last This arrow displays on all results sets except for the final set. Clicking on the arrow
refreshes the screen and displays the final set.

A Next This arrow is displayed on all uits sets except for the final set. Clicking on the
arrow refreshes the screen and displays the next (in sequence) set of results.

A Previous This arrow is displayed on all results sets, except on the first set. On
subsequent results sets, the controkglays. Clicking on the arrow refreshes the screen
and displays the previous (in sequence) set of results.
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§ Sorting a list by columnsThe column headers in each list are hyperlinks. Clicking the
hyperlink resorts the list in ascending order (alphabatior numerical) using the selected
column as the sort criterion. Clicking the same header again reverses the sort to
descending order.

8 Results pagination Lists containing more than the default number of rows display
hyperlinked page numbers below thstl The page numbers are numbered from 1 to X,
with the X representing the final set of results. Each number represents the next increment
of the results set, as dictated by the default number of rows displayed per page. Clicking on
a number refreshethe screen and displays the selected increment of the results set.

Required Fields

Many ROCIS screens allow users to add or update data. Most of these screens have one or
more required fields. In order to save data on these screens, the user mustflla for each
required field. All required fields are marked with an asterisk (*). If an attempt is made to save
a record without filling in the required fields, the user will be prompted by the system to go
back and complete the required field(s).
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3. GENERABYSTEM-UNCTIONALITY

Login

Point your browser tahe ROCIS website (www.rocis.gtw)ogin to the systemReadthe For
Official Use Onlynessageand click thebutton to proceed

Figure 3.11: For Officid Use Only Warning Screen

Help Desk:1-866-450-5250

R@CIS.GOV UAT

Welcome to ROCIS

***************************WARN I NG*********************************

This is a U.S.General Services Admini ion Federal G system that is "FOR OFFICIAL USE ONLY." This
system is subject to itoring. Therefore, no ion of privacy is to be assumed. Individuals found performing
horized activities are subject to disciplinary action including criminal p

ROCIS will not work properly in Compatibility View for Internet Explorer 11+ users. If you're expenencmg issues
with ROCIS, view the Turning Off Compatibility View Mode in Internet Exp. 11

how to turn off Compatibility View and clear your internet browser cache in Internet Explorer 11 You may have to
contact your IT support to access these settings.

| have read the message and proceed to login page

Logging In

MAX.gov provideuser identity authentication servicéae ROCI$cluding ID/password
validation,2-factor authenticatiorand PIV/CAC card accegdl ROCIS users will need a
MAX.gov account to access ROCIS. If yowtbave a MAX.gov account, please registehat
MAX.gov website (https://portal.max.gov/portal/home)

Click the Login button on the next screen to verify your identity with MAX.gov.
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Figure 3.12: Login Screen

Help Desk:1-866-450-5250

R@CIS.GOV UAT

Welcome to ROCIS User Information and How to Guides:
Guidelines for Submission:
The ROCIS login process has integrated with
MAX.gov. All ROCIS users must authenticate
through MAX.gov to gain access to ROCIS. Unified Agenda Users:
Regulatory Information Data (RID) Forms and Instructions

Guidelines for Fall Regulatory Plan, Unified Agenda, and EO 13771 Submissions 4

ROCIS How to Guide for Agenda Users revised Sept 2017 & &
E.O. 12866 Users:

ROCIS How to Guide for EO 12866 Users revised Sept 2017 & &
E.O. 13771 Users:

Log in to ROCIS

ROCIS How to Guide for EO 13771 Users revised July 2018 ' & P
with MAX.gov Information Collection Review (ICR) Users:
ROCIS How to guide for PRA Users revised Sept 2017 & &

PRA.digital.gov

Privacy Module Users:

ROCIS How to guide for Privacy Users revised Sept 2017 & &

Training Information:
Unified Agenda & Reg Plan:
Training Dates and Enrollment Procedures 202010
EO 13771, EO 12866, PRA and Privacy:
EO13 EO12 PRA Privacy Training Info 202009

Logging in to MAX.gov with your PIV/CAC card satisfies the ROCiachaitauthentication
requirement. If you login to MAX.gov with your user ID and password, you will be required to
provide a second authentication factor, either usingaathenticator app or via text message

on your mobile device.

Figure 3.12: Login Screen

MAX.GOV LOGIN Register For AMAX Account ~ Manage Password ~ Contact Us

SIGN IN USING ...

PIV.OR CAC CARD MAX.GOV USER 1D 9

= User ID
User ID (your email address)
PLUG IN YOUR i
e PIV/CAC CARD Password:

Your MAX.gov Password

[] use Secure+ (Authenticator App or SMS) @

Continue with PIV/CAC Continue with User ID

Eorgot, Set, or Change Your Password

After successfully logging in to MAX.gov, you will be redirected to ROCIS.
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The Unified Agenda functionality part of the Agenda/Regs module of RO@I&k thearrow
forW! ISY RI komthida Q 2
Broadcast Messages

Broadcast messages, in the form of text messages, are sent to all users and appear in a window
after the user logs in. Read the message and then continue. Figutedisplays a typical
ROCIS braktast message.

Figure 3.21: Broadcast Message

Welcome to ROCIS

Help Desk toll free telephone number: 1-866-450-5250. This help desk services all of GSA and
Federal Agencies using GSA applications such as ROCIS. If your question cannot be answered
immediately, it will be referred to the ROCIS technical team. Be sure to document your call number
and the name of your help desk contact for follow-up.

Logout
Click the Logout link at the top, right corner of any ROCIS page to logout of ROCIS.

Figure 3.31: Logout Link

R@CIS.GOV UAT Login: jbae LOGOUT

HOME ADMINISTRATION HELP

| 9] L e
veemprorus : B acences

ILE  REGERTIFIGATION EMPLOYEE ADMIN

Logging out of ROCIS does not automatically log you out of MAX.gov. You MAX.gov session may
still be active which means that you can log back in to ROCIS without havirgewnfyeyour

identify in MAX.gov.To protect your privacy, close all browser darvs when you are finished,
especially if you are using a public computer. By taking these steps, you ensure the security and
privacy of your agency's data in ROCIS.
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On the next screen, click the MAX Logout button to log out of MAX.gov. This wilkergquito

log back in to MAX.gov before the next time you access R@GER.the ROCIS Login button to
log back in to ROCIS.

Figure 3.32: Logout Screen

Help Desk:1-866-450-5250

R@CIS.GOV UAT

You have successfully logged out of ROCIS.

Your MAX.gov single sign-on session may still be active and you may be able to log back in to ROCIS without verifying your identity on
MAX.gov. To protect your privacy, close all browser windows when you are finished, especially if you are using a public computer. By
taking these steps, you ensure the security and privacy of your agency's data in ROCIS.

Click the MAX Logout button to log out from MAX.gov.
Click the ROCIS Login button to log back in to ROCIS.
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4. REPORTS ANBESULTS

As agency users, you have access to a number of rep@at®thanize your Agenda data and

check for errors. The ROCIS reports screen allows you to build reports and guides you in

selecting a report category, a specific report within that category, and report parameters. The
reporting interface is accessed bglecting Reports from the Main menu. ROCIS then displays a
AONBSY RAGARSR AyiG2 aSOGA2ya 2NJ aFNIYSaéod Ly
format, publication cycle, and the type of report desired. The middle frames allow you to select
specificcharacteristics of the report you choose. Your choices are then listed in the lower

portion of the screen. FigureXillustrates the ROCIS reports screen.

Figure 41: ROCIS Reports Screen

R@CIS.GOV UAT Logini osez OnBehalf OF jbsez  LOGOUTC:

PAPERWORK REDUCTION ACT (PRA} DOCUMENT REVIEW (DR) ADMINISTRATION

Option Operator Seisction
Cycle = 201310

= Yes
Report = AGENDA_REVIEW_REFORT

[“ciomn | oaeresazoron | vewconr | mnnoon |

The following sections describe how to build and run a reppROCIS.

Specify Common Report Parameters

When you select a type of report, a frame on the left displays a list of data elements that enable

you to specify the criteria for your report. For example, if you want a report for one or more
particularage®@A S&> @2dz g2dzZ R aSt SO0 a! 3SyOeé¢ FTNRBY (K
from the frame on the left, you may make more specific choices from the options listed in the
FNIYS 2y (GKS NRIAKGD C2NJ SEI YLX SZ lacfthee 2dz KI @S
particular agency, or agencies, for your report. (Note that individual users may be restricted as

to their available options for selecting agencies or-agencies.) ROCIS currently provides

report output in Portable Document Format or Comma &eped Values.
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Portable Document Format (PDF) Repo®DF is a document file format developed by
Adobe. Reports and links to PDF documents appear throughout this system. PDF
formatted files can be opened easily with Acrobat Reader software, whichsallow
viewing and printing of the PDF report format on all major hardware and operating
system platforms. If you do not have a copy of the Acrobat Reader, you can download
this free software fronthe Adobe website

The other common parameters, publication cycle, and print flag, are optional. The publication
(Pub Cycle) defaults to the current publication. You may specify a previous publication as a
search criterion by selecting a publicatitD cycle from the Pub Cycle drdpwn menu. The
codes presented in the dregown menu represent each year's spring (YYYY04) and fall
(YYYY10) publications.

The print flag is used by RISC to monitor RINs that are not scheduled to be printed in the
curSy 4G ! 3SYyRI a4dzOK a aFdzidzZNE wLbag o wLba gAGE
LINAYG Ay (GKS ALISOAFASR ! 3SYRIFT GK2aS gAGK | LI

As you build your report, the parameters you have selected are added to the table in the
bottom frame. You can remove one or more previously selected parameters by clicking on the
checkbox next to the parameter(s), and then clicking on the Delete Selection button.

If you wish to start over from scratch, click on the Clear All button to xexadl of your
selections.
View Count

You can click on the View Count button in the bottom frame to verify your selections. ROCIS
runs a count to determine the number of records that will be returned in your report, based on
the criteria you provided. pop-up window displays the count.

Running a Report

After you have selected your report, specified the output format, and provided parameters, you
can run the report by clicking on the Run Report button. ROCIS processes your selection criteria
and returnsthe results to your browser in a separate window.
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9. USERPROFILRNDRECERTIFICATION

On the User Detail screen, ROCIS users can maintain their contact information.

Accessing the User Detail Screen

Click on the Administration Tab in the ROCIS mochgieu. Then click theUserProfile icon in
the navigation toolbar The User Detail screen (see Figurelj.displays your contact
information and preferences.

Figure 5.11: User Detail Screen

R@CIS.GOV UAT

Middle Name

Suffix

HOME AGENDA/REGS ADMINISTRATION
F1 I3
USERPROMLE RECERTIFICATION EMPLOYEEADMIN OIRAEMFLOYEE AGENCIES
Home Administration User Profile
Personal Information

I

Title

Communications

Agency | Sub Agency IMLS

* Agency |C. 3137 IMLS

Telephane, TDD and Fax must cantain exactly 10 digits
Such a5 536-530-0306, (062)06AG000, 990 509 G059 and DB00AL0000

nd can be seperated by (. }, - or 3 blank.

*Telephone | 202-653-4653  |Ext. |

*EMail | abakale@imis.gov

Login: jpaez  On Behalf Of. abakale LOGOUT (>
HELP
User Detail
* Denotes Required Field
Account Information
Employee Number 138271
* User Login abakale
*MAX.gov Email | abakale@imis.gov
Address
Street Address | |
) —
State ‘~ Search or select ‘v‘
l R
* Sel d Roles
‘ AUTHORIZED REGULATORY CONTACT(ARC) - 3137 IMLS |

To search foa userand/or contact record click on Employee Adnand the ROCIS Employee
Administration Screen appears. Enter the last name otgexrand/or contact you are

aSIFNOKAy 3=

asStsSol

GKS RSAANBR 2LJiA2y FT2N a{ St

Contacts) and click search. The ROCIS Empharamistration screen will (see Figure 2)1

list the employees and/or contacts in the selected agency.

Locate your record in the list, and click on the hyperlinked name.
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Figure 5.12: ROCIS User/Contact Administration

R@CISGOV UAT Login: jbaez  On Behalf OF abakale LOGOUT (3
HOME AGENDA/REGS ADMINISTRATION HELP
F1 13
USERPROFILE RECERNIFCATION EMPLOYECADMIN OIRACMPLOYEE AGENCIES
Home Administration Employee Admin

ROCIS Employee Administration

User ID Last Name
—
Profile Agency First Name

[ Searchorseis [ ]
SubAgency Employee Number

[ Seachorssis ] ]
Role

|‘1 Search or select ‘vl

Assigned Role Agency

Q. Search or select

Assigned Role SubAgency

Q. Search or select

Search Range:

@ Users
() Contacts

(O Both Users and Contacts

SEARCH CREATE A NEW CONTACT

T N N
8888 RISC Baez Julio 131432 joaez 703 481-0688 x234 julio bacz@cyberdatainc.com Active Unlocked

Showing 1 to 1 of 1 entries

Update User Information

Onceyou are viewing your User Detail screen, you can update your information. ROCIS requires
the following fields for each user:

1 First name

1 Last name

1 Email Address

1 Telephone number
1 Agency

The following fields are not required, but can be filled in if therimfation is available:

Middle name

Suffix

Title

Street address, City, State, and Zip Code
TDD

Fax

= =4 =4 =4 -8 -9
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UserRecertification

Any user acquiring a ROCIS production account sigst security agreement provided by
RISC. The ROCIS systequires that users recertify thierms of the security agreement every
year.

Two weeks before your security agreement anniversdate, ROCIS will begin to remind you
that you will need to recertify. Thigecertificationiconcan be found under the Admstration
tab.

Figure5.3-1: Recertification Icon in Administration Toolbar

R@C[S.GOV UAT Login: jpbaez  On Behalf Of jmowery LOGOUT
HOME ADMINISTRATION HELP
F1 10
USERPROMLE RECERTIACATION EMPLOTECADMIN AGENCEES
Home Administration Recertification

User Recertification

GSArequires that all system users recertify their accounis on a yearly basis. To recertify your ROCIS account, please review the security
requirements below. After you have finished, check the "Confirm” bex and click the "Recertify” button.

ROCIS Security Requirements for System Users

The RISC/OIRA Consolidated Information System (ROCIS) supports the following informational and review functions

« Preparation by GSA's Regulatory Information Service Center (RISC) of the semiannual "Unified Agenda of Federal Regulatory and
Deregulatory Actions” and the annual "Regulatory Plan,” in accerdance with Executive Order 12866 and the Regulatory Flexibility Act;

« Review by OMB's Office of Information and Regulatory Affairs (OIRA) of regulatory actions under Executive Order 12866;

« Review by OMB's Office of Information and Regulatory Affairs (OIRA) of regulatory actions under Executive Order 13771; and

+ Review by OIRA of information collections under the Paperwork Reduction Act.

« Review by OIRA of System of Records Notices (SORN) and Matching Agreements (MA).

Each of these functions requires entry and updating of information by autherized users acting on behalf of their respective Federal agencies.
This document contains the principal security requirements that all users of ROCIS shall observe and abide by in connection with their use of the
ROCIS system

Access to ROCIS

Users gain access to ROCIS via an Internet browser. To enter the system, a user must indicate acceptance of the terms of the following warning
notice

WARNING

This is a U.S. General Services Administration Federal Government computer system that is "FOR OFFICIAL USE ONLY." This system is
subject to monitoring. Therefore, no expectation of privacy is to be assumed. Individuals found performing unauthorized activities are
subject to disciplinary action including criminal prosecution.”

Other applicable laws include the "Federal Information Security Modernization Act of 2014 (FISMA 2014)", Public Law No: 113-283; the
Computer Security Act of 1987, P.L. 100-235, OMB Circular A-130, Management of Federal Information Resources, Appendix I1l; Security of

Eederal Automated Information Resources: and the Privacvy Act 5118 C 5593

The latest version of the ROCIS Security Agreement is displaybkd Bmertificatiq\n screen
After reviewing thepagee OK SO G KS Witkzhg Recantiy QuttanAfter | y R
successfully logging to MAX.gov, your reertification anniversary dateill be updated in
ROCIS
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Figure5.3-2: User Recertification ScreefBottom)
| TavE dCCesSS U SeTsve O proprietary mornTianon 1T ie SySenT

Rules for Behavior

All authorized governmental and contractor users of ROCIS will be responsible for data protection, including maintaining the confidentiality and
integrity of sensitive data from unauthorized or accidental disclosure, misuse, or alteration. Users will be held accountable for their interactions
with ROCIS and its data. Compliance with these rules will be enforced through sanctions commensurate with the level of infraction. For infraction
violations, disciplinary actions may include a verbal or written warning, removal of system access for a specific period of time, reassignment to
other duties, or termination, depending on the severity of the violation.

General Requirements:

Users shall be familiar with the ROCIS security and operational policies and practices and with any corresponding requirements of their
agency. Users must promptly notify GSA-IT, RISC, OIRA and, if appropriate, other Federal agency security personnel, of any security
incident(s) related to ROCIS .

Users must attend ROCIS training and their agency's security instruction as required Users must maintain an awareness of threats to the
ROCIS application, server hardware, or data. Users must maintain familiarity with the functienality and proper use of ROCIS.

ROCIS will track actions of users through audit trails. Individuals will be held accountable for their actions on the system and for any accesses
made with their user names and passwords.

Users shall not upload data into ROCIS from files created on other systems unless they have first been scanned by an antivirus protection
system

Users shall report security incidents via procedures outlined within the GSA IT Security Procedural Guide: Incident Response, CIO-IT Security-
01-02

Use and Protection of Data:

= Users must access ROCIS only through authorized interfaces.

« Users shall not attempt to view, change, or delete data, or to perform any other actions in ROCIS, unless authorized to do so

« Users must control access to their personal computers whenever they are logged into ROCIS. Users should terminate their connections to
ROCIS immediately upon completion of their work in the system and whenever their personal computers will be unattended.

Personally Identifiable Information (PIl):

« DO NOT enter any personally identifiable information (Pll) into ROCIS
« This includes data entered in ROCIS fields and the content of documents uploaded to ROCIS.
« Most ICR data entered and documents uploaded into ROCIS are displayed on Reginfo.gov (public website)

Confirm: [

RECERTIFY CANCEL

Copyright 2020 GSA. All ights reserved

If you do not recertify through the process above BEFORE your anniversary date, ROCIS will
Fdzi2Yl GAOFft&@ &aSYyR @€2dz 2 (GKS W! aSNJ wSOSNIATA
not recertify, you will be logged out. This process will be repatgil youcomplete the

Recertification process

When you have satisfied your ROCIS administrative functions, click &gémela/Regsab to
return to the EO 12866 module
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6. SSARCHINROCIS

You can locate a specific rule or group of rules by clicking on the Search tab on the main menu.
The Rule Search screen appears. 3dénesen provides a range of common data elements as
search options including RIN, agency/saagency, date ranges, stage of rulemaking, and

timetable actions. The top of the search screen accommodates basic searches, grouping the
most commonly used seardhmiteria together. Additional search criteria are grouped together

at the bottom of the screen, providing more advanced search capabilities.

Perform a Basic Search

Basic search criteria are located on the top of the screen, above the divider:

8 RIN: Entera full or partial RIN. RINs are formatted NNARANN, where the NNNN is
the agency/sukagency code, and AANN is a combination of letters and numbers
uniquely identifying the RIN within the agency/sttd Sy O& Q& NXzf SYI { Ay 3a o

8§ Terms (Title and Abstract)Youcan search the text of RIN title and abstracts by
entering one or more words into the Terms field.

§ Agency: Select an agency or department from the drdpwn menu. For agencies or
departments that have suhgencies, you have the option of searching foraes
within an agency by not specifying a sapency.

8 Subagency The sukagency dropdown menu contents depend on the selection made
in the agency field.

For those agencies or departments with sagpencies, the drojown menu will display
the subagencies that are part of the selected agency.

If the agency has no stdgencies, the drojlown menu will be blank.

You do not have to select a salgency. Leave the field blank to include all-sgiencies
for that agency in your search.

8§ Search RangeRACIS allows you to search for rules that appear in current or previous
Unified Agendas. The default selection is the current RIN only (the most recent data).

To choose a previous version or versions of the RIN, you can select the following options:

A Current and Prior Publications: Searches all publications for RINS meeting your
search criteria

A Specific Publication: Specify a single publication (spring or fall of a specific year) to
include in your search criteria.
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I A0l &, Sa¢ 2N a2 ew RI/dz0IKB2 NBE droff [Ayaek QK/S @il 0 2
want to include or exclude RINs that have appeared in the Regulatory Plan.

8§ Priority: To search for RINs with specific regulatory priorities, click on one or more of
the five checkboxes representing thegmity values.

After you enter your search criteria, click on the Search button to begin the search and then
to view your search results.

Perform an Advanced Search

Advanced optional search criteria are located below the blue divider on the Search stlezn.
criteria can be used in combination with any of the basic search criteria to narrowly focus your
search.

8 Unfunded Mandates:ROCIS allows you to include or exclude rules covered under
section 202 of the Unfunded Mandates Reform Act (Pub. L-4)®écause it includes a
Federal mandate that may result in large expenditures by State, local, or tribal
governments.

/I A0l 2y &, Saé¢ (2 OFLINdNB Fff (GelLlsSa 2F dzy¥

5

governments and/or private sector.

/ KS O1 to épecHyérules with no unfunded mandates.

/| KSO1 a! YRSUSNNYAYSRE (2 &aSIFNOK FT2N NMHz Sa ¢
undetermined.

8 Government Level AffectedROCIS allows you to include or exclude rules that are
expected to affect levels of government.
A0l 2y a,Saé¢ G2 OFLIGdNNB Fff GeLsSa 2F | FFE
State, local, or tribal governments.
/| KSO1 ab2¢ G2 SEOf dzRS NMzZ S&a GKIFd FFFSOG 2y
/| KSO1 a! YRSUSNINYAYSRE (i 2 origblerNdift leved iinaintzt Sa &
undetermined.

§ Legal DeadlineROCIS allows you to search for rules with legal deadlines in a specified
date range of a certain deadline action or type.
¢2 &aSIFNODK FT2N €t S3Ftf RSIRfAySa at&singneSy (62
format of MM/DD/YYYY.

w

Sz SyGSNI 6KS R

P

¢2 aSIFNODK F2NJ I aLSOATAO
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¢2 &aSkNOK FT2N) £t S3rf RSIRftAySa 0ST2NB5 | OSN.
SYiSN) 6KS RS&AANBR RIGS Ayild2 GKS a¢2¢é¢ FASER
ToseAJOK F2NJ £ SAFf RSFRfAYS C

é I'-FuSNJI- OSNI I A Y
RI

RFGS YR tSI@S (KS a¢2¢ ofFyle

Small Entities Affected:You can include or exclude rules that are likely to affect small
entities.

/I £t A01 &, Saé¢ (opaffédted dnaiNdbitied, 6r Speadifybudbesses,
governmental jurisdictions, or organizations.

| KSO1 abz2é¢ G2 SEOfdzRS NMzZ S& GKIFdG FFFSOU 2y
/| KSO1 a! YRSUSNNYAYSRE (2 &aSIFNOK TFT2N NdHz Sa ¢
entities.

Is an analysis required by the Regulatory Flexibility Act (RFA) because this rulemaking
is likely to have a significant impact on a substantial number of small entities?

ROCIS allows you to include or exclude rules that require an RFA analysis.

AAAAA

CAhO1l &, Sa¢ G2 OIFLWdNB ff GelLlSa 2F FFFSOGSI
businesses, governmental jurisdictions, or organizations.

/| KSO1 ab2é¢ (2 SEOf dzRS Nz S$& GKI G NBI dzA NB |
/| KSO1 a! YRSUSNINYAYSRE (i 2nedior AIIIRRA ahaybid iNHz Sa ¥
undetermined.

Major: ROCIS allows you to search for rules considered "Major" under 5 U.S.C. 801

(Pub. L. 10421).

{StSO0 &, Sa¢ G2 AyOfdzRS Nz Sa O2yaARSNBR a
{ St SO0 ab2é¢ F2NJI NHzZ Sa GKIFIG FNB y20 al 22N

{ St SOG GSRRSHEFSNNANMzZ Sa 6KSNBE GKS YI 22N RSGS
EO 13771 DesignationiYou can search for rules based on the EO 13771 Designation
field (as defined by1-17-21). Available options include:

Deregulatory

Regulatory

Fully or Partially Exempt

Not subject to, not significant
Independent Agency

Other
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CFR CitationTo search for rules that affect specific section(s) of the Code of Federal
Regudtions, enter the CFR citation in the text box.

Legal Authority: To search for rules developed under a specified legal authority, enter
the legal authority in the text box.

Federalism Implications; 2 dz Ol y Ay Of dzZRS 2NJ SEOf dzRS Nzt Sz
iYLX AOF GA2yaé +a RSTAYSR Ay 9ESOdz2iA®S hNRSN
G2 AyOf dzRS NUz S& 6AGK CSRSNI f

5

{StSOG &, Sas
{ St SOG ab2¢é¢ F2NJ NHzZ Sa d(GKIG R2 y24 KF@S CSR
a

VS

&
P
(0p))

a €
{StSOG ! yRSGUSNN¥YAYSRE TF2NJ NHzZ Sa 6KSN
impt AOF GA2ya¢ KIFIa y234 0SSy YIRSo®
Timetable Action Date:ROCIS allows you to search for timetable actions in a specified
date range and to search for a specific action type.

¢2 aSINOK F2N FOGAz2ya 0S0sSSy (g2 mak1Saz S
of MM/DD/YYYY.

¢2 aSINOK F2NJ I aLISOAFTAO RIGST SyiSNI G6KS R
¢2 aSINOK F2NJ FOGA2ya 0STF2NBE | OSNIFAY RIG
RSaAaANBR RIFIGS Ayild2 GKS dac¢c2é FTASERO®

To search for legal deadfnda | FGSNIJ I OSNIIFAY RFEGSET Sy daSNI
RFGS FTyR SIS (KS a¢2¢é¢ RIFIGS o0flylo

Dates can be supplied in three different formats:
91 Actual Dates:Supplied in the form MM/DD/YYYY.

Actual dates should never be in the future (exceptiaplained under Predicted dates).
They identify when a step actually happened.

1 Projected Dates:Supplied in the form MM/00/YYYY.

A date supplied in this form means the agency is projecting the month and year the
action will take place, but not the actuday when it will occur.

Future dates should be in the projected date format, since exact projections are not
likely.

There are two exceptions: Effective dates that are known should be entered as actual
dates. Similarly, actual comment period end daes used where the action has
already been published.
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1 To Be Determined Datesin some instances, agencies may indicate what the next
FOGA2Y ¢Aff 0SSz o6dzi GKS RIFEGS 2F GKIFG F OGA
this by entering a date in the for®0/00/0000.

You can search for a specific action type by entering it into the Action text box. The following
list of action types represents the most common steps in a rulemaking process in the order
these steps are normally taken:

=

ANPRM (Advance Notice @roposed Rulemaking)Prerule Stage
ANPRM Comment Period EnéPrerule Stage

NPRM (Notice of Proposed Rulemakind@roposed Rule Stage
NPRM Comment Period EndProposed Rule Stage

Interim Final Rule:Final Rule Stage

Interim Final Rule Comment Peridéind: Final Rule Stage
Interim Final Rule EffectiveFinal Rule Stage

Final Action: Final Rule Stage

= =4 =4 A4 A4 A - -

Final Action EffectiveFinal Rule Stage

You may also search by rule stage drop down menu. After you enter your search criteria, click
on the Search titton to begin the search and view the search results.

Search Results

The Search Results screen displays a list of rules that meet your search criteria. Each rule is
displayed in a row in the list. If you searched for the rule in more than one publicéti®

same rule may appear multiple times. If no rules meet your search criteria, the results will
indicate that no records were found.

The Search Results screen contains four columns:
8§ RIN: The Regulation Identifier Number of the rule.
The RIN is ayiperlink. Click on the RIN to display the View Rule screen for the rule.
8 Agency: Displays the agency code, agency andagéncy (if applicable) for the rule.
8 Rule Title: The title of the rule.

8§ Pub ID: The identification number of the Unified Agenda iaation in which the rule
appeared.
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The publication ID is formatted YYYYMM, where YYYY represents the publication year.
An MM value of 04 indicates that year's spring publication, and an MM value of 10
indicates that year's fall publication.

Click orthe Search Tab to return to the Search screen. Figuré @i8plays the Rule Search
Results screen.
Figure 6.31: Rule Search Results Screen

R@IS,GOV UAT Login: jbaez  On Behalf OF: jbaez LOGOUT C+
HOME AGENDA/REGS PAPERWORK REDUCTION ACT (PRA) DOCUMENT REVIEW (DR) ADMINISTRATION HELP
> [
=] =] Y Q o8 @ ® ¢
— onma gox nues o=y asaron o ummes avEnCY £0 REVEW oma s0 REvEW RerosTE
Home  AgenduRege search Rue Ssarch

Rule Search - Results

Search Criteria

Agency

Searcn Range:

Results

8382811 rouion: I e ATorizbie Care Act

0382810

—
e | | T

09357509 0213

08362508
0335.2807

09352505

03352505

0357804
09357803

8382602

Showing 1 to 10 of 177 entries st Previous 12 34 5 Next | Last
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7. REQUESNEWRIN/RJLEMAINTENANCE

You must request a RIN for each new regulation under development.uB#S@his number to
track regulations in the Unified Agenda. The same RIN is used at every stage of the rulemaking
proceeding.

You will also need a RIN before you submit a rule to OMB for EO review. Do not request RINs
for activities that are not relad to specific rulemaking proceedings such as advisory

committee meetings. You may request RIN assignments for only those agencies you are
authorized to update.

Access the Request New RIN Screen

Use the Request New RIN screen to create a rule record iifSRMD@ receive a RIN assignment.
Based on answers to questions, ROCIS will assign either a RIN (for rulemaking activities that will
be published in the Agenda or the Regulatory Plan) eR8NZ(for rulemaking activities that will

not be published, but & subject to review by OIRA).

The Request New RIN screen is accessed from the Main menu bar. Select the Rules link from
the menu bar. ROCIS will automatically select the Request New RIN link from the submenu and
display the Request New RIN screen aswshim Figure 7.41.

Figure 7.11: Request New RIN Screen

Request New RIN

This screen contains the minimum data elements required to assign a new RIN. You must enter
the rule title, abstract, and indicate whether the rule should be included in th&ddinigenda.
Follow the sequence below to request a new RIN.
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